
Welcome to Day 2 
 

Step by Step Instructions for Edison 

& Remedy 

 

 

The dial-in number is 1-866-741-6464 

Please remember to MUTE your phones 

Please DO NOT place the call on HOLD 

 

 

Benefits Administration 
Agency Benefits Coordinator Training 



Agenda 
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Hiring a New Employee  
No Existing Edison Employee ID 
Has an Existing Edison Employee ID 

 Rehiring an Employee 

 Terminating an Employee 

 Changing Name and/or Marital Status 

 Changing Address 

 Review Employee Job Data, Biographical and Benefits Information 

 Upload Documents Through Edison 

 Queries 

 Collections Applied Report 

 External Agency Calendar 

 Remedy for ABC’s 

 TN Enrollment and Collections Report (State Only) 



This procedure shows you how to check the 

current  information in Edison for an employee.  

 

Review Employee Job Data, Biographical and  

Benefits Information 

 

 This applies to all agencies. 
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Retrieve the Edison employee 

ID of the record you wish to 

review and then click on the 

“Employee Profile Page” link 

from the main “Benefits” tab 

Instructions 

4 
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Instructions 

Enter the employee ID in the 

EmplID field. 

Then click “Search” 

Note:   

You will need to enter the SSN  

without spaces 



From this page, you can see 

all the information for the 

employee by clicking on the 

5 tabs below. 

The “Bio & Job Data” tab 

shows the employee’s 

biographical and job data 

information. 

Click the arrow 

to go through 

the Job Data 

history. 
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The “Health Benefits” tab shows 

the employee’s current plan 

choices as well as a historical 

review of past choices.   

Click the arrows to go 

through the different 

plans. (Medical, 

Dental, Vision, etc.) 

Click the arrows to 

go through the 

Coverage history of 

each Plan type. 

This date is the date 

the coverage was 

entered into Edison.    
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The “Links” tab offers various 

links that you have access to 

depending on your security 

level.    
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The “Notes” tab displays 

the notes entered onto the 

employee’s record by 

Benefits Administration.  

This is also a historical 

record.   
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Keyed Benefits and dependent added. 



The “Scanned Documents” 

tab shows documents that 

have been uploaded to the 

employee’s record.     

Instructions 

Click on the document(s) you 

would like to review by 

clicking one of these links. 

 The majority of documents will be in the Insurance Enrollment/Change 

area (1) and/or the General Correspondence area (5). 
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Click “Open” to view the 

document 

 

The document will appear in a 

separate window. 

Instructions 
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 Based on your computer 

settings you may need to click the 

download link to view the 

document. 



Upload Documents Through Edison 

You can upload scanned documents for your employees 
through Edison instead of sending them via fax to Benefits 

Administration. 
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To begin the process of 

uploading a document to 

Edison, click on the “Benefits 

Document Upload” link from 

the main “Benefits” tab. 

Instructions 

13 
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Enter the Employee’s Edison 

Id number or the Social 

Security Number and click the 

“Proceed to Upload>>” link. 

Instructions 

 Requirements will appear that list guidelines for 

uploading files through Edison.  If these requirements are 

not followed when uploading files they may not be 

processed. 



Click the “Choose File” 

button. 

Instructions 
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Select the correct file to 

upload to Edison.  Then click 

“Open” 

Instructions 



The file name will appear in 

the File Attachment box.  Click 

“Upload” to upload the file to 

Edison. 
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 After clicking “Upload”, you will then return to the 

Requirements page.  There will be a message at the 

bottom of the page letting you know the upload was 

successful with a date and time stamp. 
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 The uploaded file will not immediately be visible to you or to 
Benefits Administration 

 Documents will be assigned to the correct employee record in 
Edison within 24 to 48 hours of upload (during peak times it may 
take longer) 

 Each document will be worked by the data entry group in Benefits 
Administration as received  

 Do not upload the same file more than once as this will cause 
delays when processing the document  

 

Upload Document  
Notes 
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Running Queries allows you to view changes and 

discrepancies within Edison 

Running Queries 
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Click on the “Main Menu” link 

at the top left above the main 

“Benefits” tab 

Instructions 
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Click the “HCM Reporting 

Tools” link from the “Main 

Menu” list.  Then click the 

“HCM Query Viewer” link 

from the “HCM Reporting 

Tools” list.  

Instructions 
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Click “Search” 

Instructions 

Notes 

The following 3 queries need to be  

run monthly: 

TN_BA142_TEMP_PRIMARY_NID_DEP 

TN_BA142_TEMP_PRIMARY_NID_EMPL 

TN_BA313_ADDRESS_CHANGES 

 

STATE AGENCIES 

The following query needs to be run 7 days before 

payday: 

TN_BA278_DOUBLE_DED_ARREARS 
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Type “TN_BA” into the begins 

with field to see a list of the 

queries you can run 



You can either run a query to 

HTML (it will display within 

Internet Explorer) or to Excel 

 

The query can also be scheduled 

to run.  (State Agencies need to 

use this option) 

Instructions 

24 



TN_BA142_TEMP_PRIMARY_NID_DEP 

00590012 

25 



TN_BA142_TEMP_PRIMARY_NID_EMPL 

26 



TN_BA142_TEMP_PRIMARY_NID_EMPL 

00590012 
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TN_BA219_MED_DEN_COVERAGE 
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TN_BA219_MED_DEN_COVERAGE 

29 



TN_BA219_MED_DEN_COVERAGE 

30 



TN_BA313_ADDRESS_CHANGES 

31 



TN_BA313_ADDRESS_CHANGES 

32 



TN_BA313_ADDRESS_CHANGES 

00590012 

33 



Instructions 
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To schedule a query, you can 

either select the “Schedule” link 

in HCM Query Viewer or go 

directly to HCM Schedule Query 

from the HCM Reporting Tools 

menu list. 
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Click the “Add a New Value” 

tab if you have never run this 

query 

 

Once you have created the Run 

Control ID, you can simply type 

the name of the Run Control ID 

on this screen and click 

“Search.” 

Instructions 
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Create a name for your query 

and type it in the Run Control 

ID field.  Click “Add” after you 

name the query. 

 

Note:  No spaces allowed. 

Instructions 

DoubleDedArrears 
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To see a list of the queries 

you can run, type “TN_BA” in 

the “Query Name” field and 

click “Search.” 

 

If you know the query name 

or part of the name, you can 

type that information in the 

field and click “Search”. 

Instructions 
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Click the link of the query you 

would like to schedule to run. 

Instructions 
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Instructions 

Enter the pay period End date 

and Click ok. 
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Click “Run” at the top right 

Instructions 
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The format will default to TXT, but 

you can change the query format to 

see it as a PDF or an Excel (XLS) 

document.  

Instructions 
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Make a note of the “Process 

Instance” number and then 

click the “Report Manager” or 

“Process Monitor” (only State 

agencies) link at the top 

Instructions 
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Instructions 

The report may take a minute to run.  

Continue to click the Refresh button 

until the Distribution Status says 

“Posted”.  Click the “Details” link to 

view the report. 

 

The process instance for the report will 

appear on the left. 
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Click the “View Log/Trace” link 

 

Instructions 
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Instructions 

Click the second link under 

“File List” ending in “.PDF” or 

“.XLS” to view the Query 

 

The query will open in a 

separate window. 
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TN_BA278_DOUBLE_DED_ARREARS  



This procedure allows you to run the Premiums Due/Collections 

Applied report which shows you all the monthly 

deductions/refunds for each employee of your agency 

Running the Premiums Due/  

Collections Applied Report 
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Click on the “HCM” link on 

the “Main Menu”.  Then 

from the “HCM” menu click 

on the “Benefits” link. From 

the “Benefits” menu, click 

on the “Reports” link.  From 

the “Reports” menu, click 

on the “Contributions and 

Deductions” link.  Click the 

“TN Prem Due/Collect App 

Deduct” link.     

Instructions 
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Click the “Add a New Value” 

tab if you have never run this 

report 

 

Once you have created the Run 

Control ID, you can simply type 

the name of the Run Control ID 

on this screen and click 

“Search.” 

Instructions 
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Click “Add” 

Instructions 
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Create a name for your report 

and type it in the Run Control 

ID field. You can name it 

anything you like, except you 

cannot have any spaces in 

the name of your report or 

you will receive an error later 

in the process. 



Click on the spy glass to 

select your department 

number 

 

This is a number provided by 

Benefits Administration to your 

agency.  

Instructions 
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Click “Both” 

Instructions 

52 



Click the magnifying glass to 

the right of the Pay Run ID 

field to select the month you 

wish to see 

Instructions 

53 
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The Pay Run ID has a specific 

format. The first two digits are 

the year, followed by NP for 

“non-payroll”, followed by two 

digits for the month and two 

digits for the last day of the 

previous month.  

Click the date you wish to see 

 

In this example we want to see 

the deductions taken from 

active employees for coverage 

during the month of February 

2012 so we select 12NP0131. 

These deductions will be pulled 

via ACH from the agency’s 

account on 2/15/2012.  

Instructions 



Click “Run” at the top right 

Instructions 
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Instructions 
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You can change the report 

format on this screen if you 

wish to see it as an Excel 

document. Otherwise, to see 

it as a PDF click “OK” 



Make a note of the “Process 

Instance” number and then 

click the “Report Manager” 

link at the top 

Instructions 
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The report will run and when 

it is ready, it will be visible by 

clicking the “Refresh” button 

 

The report generally only takes 

a minute or two to run. 

Instructions 
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Click the “TN_BA138” link 

The process instance for the 

report will appear on the right. 

 

138 is just the number that 

Edison uses to refer to the 

“Premiums Due / Collections 

Applied” report. 

Instructions 
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Click the second link under 

“File List” ending in “.PDF” to 

view the report 

 

The report will open in a 

separate window. 

Instructions 



Instructions Notes 
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The report shows the 

individual deductions for 

each employee. The total 

amount that will be charged 

to your agency is on the last 

page.  Any refund will show 

as a minus sign before the 

amount.  

If you run the report for a date in the past it will be titled 

“Collections Applied” at the top. In this case, it was run for 

a future date so it is titled “Premiums Due.” The Premiums 

Due report is an estimate whereas the Collections Applied 

report shows what BA will actually pull from your agency. 

The changeover date is usually one of the first few working 

days of the month and is listed on the calendar on the ABC 

website: http://www.tn.gov/finance/ins/abc.html  

http://www.tn.gov/finance/ins/abc.html


The reports you have run will 

appear in the “My Reports” 

section at the top right. Just 

click the link to “TN_BA138” to 

view the report.  
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An alternative way to view the 

report is to click on the “My 

Page” tab at the top left. This 

takes you to the page you see 

when you first login to Edison. 

Instructions 
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Click the second link under 

“File List” ending in “.PDF” to 

view the report 

 

The report will open in a 

separate window. 

Instructions 



External Agency Calendar 

 Collections Applied Report – shows the amount to be 
pulled from agency bank account (ACH) on 15th of 
current month 

 Premiums Due Report – shows an estimated amount to 
be pulled from agency bank account (ACH) on 15th of 
the next month 
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External Agency Calendar 

65 



Remedy 

66 

 Benefits Administration uses remedy to track all of our phone calls and 

emails we receive. 

 When BA receives a call or an email, a ticket/incident will need to be 

created.   

• If the analyst can resolve the issue, the incident will need to be listed 

as resolved in remedy.  

• If the issue can not be resolved while the analyst is on the phone, the 

incident will be sent to the BA service desk to be issued to the 

appropriate department that can answer the question or resolve the 

issue. 

 BA strives to resolve the issue within 36 hours or less. 

 Some examples of issues: billing questions, enrollment delays, eligibility 

questions, and/or general questions. 

 



Remedy – ABC Web Page 

 Remedy web link:  http://myremedy.tn.gov  
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Log into Remedy using your 

Edison User ID (in lower 

case).  Use the password 

“remedy” (in lower case) 

unless you were issued a 

password through the 

remedy team. 

 

Do not enter your Edison ID 

number.  

(all digits beginning with a 00) 

Instructions 

bobs0405001 

http://remedy.tn.gov/
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Instructions 

Click “Request Now”  
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Your information 

will appear here 

Instructions 

Enter your Agency 

Name  

 All  fields with 

an asterisk are 

required 
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Instructions 

Select the correct 

classification based 

on your agency 
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Instructions 

Select the category that 

best describes the 

issue you will submit in 

the ticket 
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Instructions 

Select the Service that 

best describes the 

issue you will submit in 

the ticket 
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Enter the Employee’s 

Edison ID number, 

Employee Name, 

Employee Status 

 

 ABC Phone Number, 

ABC Email 

Instructions 
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Instructions 

Enter a Detailed 

Description of the issue 
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Instructions 

When finished, click on 

the SUBMIT button 



76 

All of your open and draft 

requests will be listed here. 

Instructions 

To view a more detailed activity 

log, click the DETAILS button. 
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The notes will be listed 

in the Activity Log. 



If a new employee has never been employed by an 

agency who participates in the State Plan, then they 

should not have an existing Edison employee ID. 

Hiring a New Employee 

Who Does Not Have an Existing Edison Employee ID 
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To begin the process of 

adding a new hire to Edison, 

click on the “Search by 

National ID” link from the 

main “Benefits” tab 

 

This first step is important as it 

allows you to find out whether or 

not the employee has an 

existing employee ID in Edison. 

Instructions 
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Click within the National ID 

field and enter the Social 

Security Number for the 

employee you are about to 

hire. (National ID is the same 

as Social Security Number) 

 

Always search for the employee 

by SSN before beginning the 

hiring process, even if you think 

they have never been entered 

into Edison before. This is to 

prevent duplicate accounts from 

being created for an employee. 

Instructions 

Then click “Search” 

 

If you hit “Enter” on your 

keyboard instead, the system 

won’t process your request. You 

have to click “Search” from this 

screen. 
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If no matching values are 

found, then click on 

“Benefits” tab to start the 

process of adding the 

employee to Edison 

Instructions 
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Click “Non-Payroll New Hire” 

 

Instructions 

82 



The Person ID field should auto 

populate with the word “NEW.” 

 

Click ADD 
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There are four sections to the Non-Payroll New Hire 

Page that need to be entered.  They are: Name 

Information, Biographical Information, Address 

Information, and Job Information. 

Non-Payroll New Hire Page 

The required 

fields are noted 

with an asterisk. The department and 

position numbers are 

specific to your 

Agency.  The 

department & position 

numbers are issued by 

the Edison Team.  
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Instructions 

When the page appears, this 

effective date will appear as 

the current date.  Leave this 

date as is unless the effective 

date is in the past. If the 

effective date is in the past 

use the job effective date. 

This Effective Date will also 

default to the current date.  

Enter the eligibility date of 

the employee here. Benefits 

will start the first day of the 

following month of the 

Effective Date listed here. 

  If your agency has a 

probationary period, the date 

should be the first of the 

month prior to the start of 

benefits for the employee.  

  

The easiest way to change the 

date is to click the calendar icon 

to the right of the field. 
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Enter all the employee’s 

personal information. (Name 

Information, Biographical 

information, & Address 

Information)   

04/01/2013 



Select  

“X-Benefits Employee Hire” in 

the Reason field under Job 

Information 

 

.  Click on the spy glass 

to retrieve the correct 

Position Number. 

 

The Region, Company, 

Business Unit, 

Department, and Location 

will automatically 

populate. 

Select the employee 

class from this drop 

down box. 

 

Employee class codes 

are located on page 

12. 

Instructions 
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04/01/2013 



Local Education 

Employee Type With Dental Without Dental 

Teachers TEA TEN 

Support Staff TEO TON 

Local Government 

Employee Type With Dental Without Dental 

Premium LVL 1 GA1 ND1 

Premium LVL 2 GA2 ND2 

Premium LVL 3 GA3 ND3 

Employee Class Codes 
 Employee Class Codes 
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 University of Tennessee will always select UTN 

 All other Higher Educations will select  TBR 
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For LE & LG, select Yes or No 

depending whether state 

vision is offered to Employees 

 

Higher Education always 

select Yes. 

Compensation rate defaults 

to $50,000 for LE & LG. 

 

For Higher Education, the 

life insurance coverage and 

premium rate is determined 

by this information. Enter 

the correct annual 

compensation rate.   

When finished, click 

on the SUBMIT AND 

ADD NEXT button. 

Instructions 
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04/01/2013 



Instructions 

The employee’s Edison ID 

number will populate in this 

pop up box.  Document this 

number for your records. 

  Make sure the pop up blockers are turned off. 
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If an employee has worked for another agency participating in 

the State Plan, then he or she may have an existing Edison 

Employee ID.  

Hiring a New Employee 

Who Has An Existing Edison Employee ID 
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To begin the process of 

adding a new hire to Edison, 

click on the “Search by 

National ID” link from the 

main “Benefits” tab 

 

This first step is important as it 

allows you to find out whether or 

not the employee has an 

existing record in Edison. 

Instructions 
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Click within the National ID 

field and enter the Social 

Security Number for the 

employee you are about to 

hire. (National ID is the same 

as Social Security Number.) 

Instructions 

Then click “Search” 

 

If you hit “Enter” on your 

keyboard instead, the system 

won’t process your request. You 

have to click “Search” from this 

screen. 
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If you do see an employee ID 

when searching by Social 

Security Number, highlight 

and copy that number so you 

can search for it on the  

“Non-Payroll Job Data” 

screen 

 

Instructions 

Due to security restrictions in Edison, if the 

employee has worked for another agency before, 

you will not be able to see his or her prior records 

in the system. An enrollment form will need to be 

submitted to Benefits Administration.  BA will need 

to enter the employee information.  Please make 

sure to include the employee ID on the enrollment 

form.  
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This procedure allows you to rehire a 

former employee of your agency. 

Rehiring an Employee 

 This applies to all entities with data entry access (Not State) 
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Retrieve the Edison employee 

ID of the employee you wish 

to rehire and then click on the 

“Non-Payroll Job Data” link 

from the main “Benefits” tab 

Instructions 
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Then click “Search” 

Enter the employee ID in the 

EmplID field 

Instructions 
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Instructions 

The effective date will default 

to the current date.  Enter the 

eligibility date of the 

employee. Benefits will start 

the first day of the following 

month of the Effective Date 

listed here. 

  If your agency has a 

probationary period, the date 

should be the first of the 

month prior to the start of 

benefits for the employee.  
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Instructions 

Click on the spy glass to 

retrieve the code for Rehire 

Select the correct action for 

this job data change - “REH” 
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Click on the spy glass to 

retrieve the code for the type 

of rehire 

Instructions 

Select the correct reason for 

this job data change - “RNP/X-

Benefits Employee Rehire” 
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Action  Reason 

DTA – Data Change NPD – X-Benefits Emp Data Change 

REH – Rehire  NPR – X-Benefits Higher Educ Rehire 

RNP – X-Benefits Employee Rehire 

RET – Retirement  XRT – X-Benefits Employee Retirement 

TER – Termination  XDE – X-Benefits Employee Death 

XIT – X-Benefits Emp Involunt Term 

XMC – X-Benefits Gross Misconduct 

XRS – X-Benefits Emp Resignation 

XFR – Transfer  XNP – X-Benefits Employee Transfer 

Non-Payroll Job Data 

Action & Reason 
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Instructions 

Click on the spy glass to 

retrieve the correct 

Position Number. 

 

The Region, Company, 

Business Unit, Department, 

and Location will 

automatically populate. 
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Instructions 

Select the employee 

class from this drop 

down box. 

 

Employee class codes 

are located on page 12. 
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For LE & LG, select 

Yes or No depending 

whether state vision is 

offered to Employees 

 

Higher Education 

always select Yes. 



When finished, click on the 

SUBMIT button. 
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Compensation rate defaults to 

$50,000 for LE & LG. 

 

For Higher Education, the life 

insurance coverage and 

premium rate is determined 

by this information. Enter the 

correct annual compensation 

rate.   

Instructions 



This pop up screen will 

appear when the Rehire is 

successful. 

  Again, make sure the pop up blockers are turned off. 
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This procedure allows you to terminate an 

employee in Edison for any reason  

including resignation, involuntary 

termination, and retirement. 

Terminating an Employee 

 This applies to all entities with data entry access (Not State) 
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Retrieve the Edison employee 

ID of the employee you wish 

to rehire and then click on the 

“Non-Payroll Job Data” link 

from the main “Benefits” tab 

Instructions 
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Then click “Search” 

Enter the employee ID in the 

EmplID field 

Instructions 

107 
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Instructions 

Enter the termination effective 

date. The termination effective 

date is the last day of the 

month prior to the benefit 

termination date. 

03/31/2014 



Click on the spy glass to 

retrieve the code for 

Termination 

Select the correct action for 

this job data change - “TER” 
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Instructions 

03/31/2014 



Instructions 

Click on the spy glass to 

retrieve the code for the type 

of termination 

Select the correct reason for 

this job data change - “XRS/X-

Benefits Emp Resignation” 

110 

03/31/2014 



When finished, click SUBMIT 

Instructions 

03/31/2014 



This pop up screen will appear 

when the termination is 

successful. 

If you key the termination in 

Edison, you do not need to 

send in an enrollment change 

form. The benefits will 

automatically terminate each 

night. 
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This procedure shows you how to update an 

employee’s name and/or marital status. 

Changing Name and/or Marital Status 
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Retrieve the Edison employee 

ID of the record you wish to 

update and then click on the 

“Modify a Person” link from 

the main “Benefits” tab 

Instructions 
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Then click “Search” 

Enter the employee ID in the 

EmplID field 

Instructions 
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To change the name of an 

employee, click the + sign at 

the top right to add a row to  

the “Name” section 

 

“Adding a row” just means you 

are creating a new record that 

you can make changes to and 

save, which then updates the 

record for that employee. 

Instructions 
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Click the calendar icon next to 

the Effective Date field 

  

This will allow you to change the 

effective date to the day the 

change took place. In this 

example, the employee got 

married on 3/12/2013. 

Instructions 
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Click “Edit Name” 

Instructions 
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Type the new name into the 

appropriate fields 

Instructions 

Then click “OK” 
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If you are only changing the 

employee’s name, you can 

click “Save” at the bottom left 

and stop here. To change the 

marital status of the 

employee, click the + sign on 

the right to add a row to the 

“Biographical History” 

section.  

Instructions 
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Click the calendar icon next 

to the Effective Date field 

  

This will allow you to change the 

effective date to the day the 

change took place.  

Instructions 

Then select the date the 

change occurred 
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Change the Marital Status 

field to “Married” 

Instructions 
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Change the date in the As of 

field to the same as the 

effective date 

Instructions 
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Click the “Save” button at the 

bottom left 

 

Always hit “Save” after 

completing your changes in 

Edison. Otherwise all your 

changes will be lost.  

Instructions 
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This procedure shows you how to update an 

employee’s address. 

Changing Address 
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Click the “Contact 

Information” tab on the 

“Modify a Person” page to 

access the address screen 

Instructions 

126 



Click “Edit/View Address Detail” 

 

If you click the + sign on this screen, 

it will allow you to add an address to 

the record (such as a temporary 

mailing address) but will not allow 

you to edit the current address. 

Instructions 
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Click the + sign to edit the 

current address 

Instructions 
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Click the calendar icon next to 

the Effective Date field 

  

This will allow you to change the 

effective date to the day the 

change took place. In this 

example, the employee moved 

on 3/12/2013. 

Instructions 

Select the date the 

change occurred 

129 



Click “Add Address” 

Instructions 

130 



Type the new address into the 

appropriate fields 

Instructions 

Then click “OK” 
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Check to make sure the system 

automatically added the 

additional four digits to the zip 

code. If the system does not 

recognize the address, it should 

give you an error and you can 

go back and update the 

address.  

 

If you are unable to get the system 

to recognize the address and the 

address has been verified, you can 

bypass the error and save the 

address as you have it.  

Instructions 
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Click the “Save” button at the 

bottom left 

 

Always hit “Save” after 

completing your changes in 

Edison. Otherwise all your 

changes will be lost.  

Instructions 
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Questions? 

134 



Thank you for participating in Day 2 of the Benefits 

Administration Training webinar.  We hope this 

information was informative and helpful. 
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If you have questions regarding a specific employee or 

issue, contact our service center at 1-800-253-9981 or 

create a Remedy ticket. If you know what your option 

is and get tired of listening to the long BA greetings, 

you can make your choice as soon as the greeting 

comes up: 

 State: push option 6 then option 4 

 Local Ed; push option 6 then option 2 

 Local Gov: push option 6 then 3 

 UT/TBR: push option 6 then option 1 

 

This will put you in line immediately and save you time 

every time you call. 



This procedure allows you to run the TN Enrollment and 

Collections Report which shows you the monthly 

deductions/refunds for each employee of your agency 

Running the TN Enrollment  

and Collections Report 
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 This applies State Agencies only 
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Click on the “HCM” link 

from the Main Menu.  

Instructions 
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Click the “Benefits” link from 

the HCM menu. 

Instructions 
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Instructions 

Click the “Reports” link from 

the Benefits menu. 
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Click the “Contributions and 

Deductions” link from the 

Reports menu. 

Instructions 
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Click the “TN Enrollment and 

Collections” link from the 

Contributions and 

Deductions menu. 

Instructions 
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Click the “Add a New Value” 

tab if you have never run this 

report 

 

Once you have created the Run 

Control ID, you can simply type 

the name of the Run Control ID 

on this screen and click 

“Search.” 

Instructions 
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Create a name for your report 

and type it in the Run Control 

ID field.  

 

Note:  No spaces allowed. 

Instructions 

Then click “Add” 
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Click the magnifying glass to the 

right of the Group field to select 

the Group you wish to see 

Instructions 
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Click the “State” link 

Instructions 
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Click the magnifying glass to 

the right of the Agency field 

to select the first 3 digits of 

your agency department 

number 

Instructions 
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Find and click on the 

agencies first 3 digits of your 

department number 

Instructions 
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Click the magnifying glass to 

the right of the Org Unit field 

to select your organizations 

business unit 

Instructions 
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Find and click on the 

agencies Business Unit. 

Instructions 
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Click the magnifying glass to 

the right of the Department 

field to select your agencies 

department number 

Instructions 
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Find and click on the 

agencies department number 

Instructions 
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Click the magnifying glass to 

the right of the Pay Run ID 

field to select the month you 

wish to see 

Instructions 
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The Pay Run ID has a specific 

format. The first two digits are 

the year, followed by SM for 

“Semimonthly”, followed by two 

digits for the month and two 

digits for the last day of the 

previous month.  

Click the date you wish to see 

 

 

Instructions 
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Click “Run” at the top right 

Instructions 
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Instructions 

You can change the report 

format on this screen if you 

wish to see it as an Excel 

document. Otherwise, to see 

it as a PDF click “OK” 
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Make a note of the “Process 

Instance” number and then 

click the “Process Manager” 

link at the top 

Instructions 
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Instructions 

The report may take a minute to run.  

Continue to click the Refresh button 

until the Distribution Status says 

“Posted”.  Click the “Details” link to 

view the report. 

 

The process instance for the report will 

appear on the left. 
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Click the “View Log/Trace” link 

 

Instructions 
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Click the second link under 

“File List” ending in “.PDF” to 

view the report 

 

The report will open in a 

separate window. 

Instructions 
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The report shows the 

individual deductions for 

each employee. The total 

amount that will be charged 

to your agency is on the last 

page.  Any refund will show 

as a minus sign before the 

amount.  


